
Uniform Reporting System (URS) 
 

Entering Counseling and Testing (CTS) Data 
 

• All bolded fields must be completed in all screens. Completing non-bolded 
fields is optional. 

• Fields whose field names appear as raised boxes offer pick lists of available 
choices. 

• Remember, entering a specific response to a required (bolded) field may 
cause other non-bolded fields to become required. 

• Don't forget to save your work. You can save each screen as you complete it. 
• The screen shots presented here are only samples of what may be entered. 
• The System Administrator must complete set-up screens before CTS 

information is entered. 
 

URS Set-Up Screens 
 

 
 

1. Agency Information 
 

• Accessed from the Agency Menu. 
• This screen contains information about your agency.  
• The System Administrator enters this information one time. 
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2. Staff Profile - Counseling and Testing ID Numbers 
 

• The Staff screen is accessed the Agency menu. 
• The System Administrator must enter each CTS counselor’s profile, accessed 

from the Agency Menu, on the Staff Screen. 
• The System Administrator enters this information one time. 
• It contains names and other required information on every staff member 

who delivers services to clients. 
• On the Staff screen is the data field Counseling and Testing Counselor ID#. 
• This is a unique four digit number counselor number that must be assigned 

to all staff members who serve as either a Pre-test or Post-test Counselor. 
• If the Counseling and Testing Counselor ID# is not entered, the staff member 

will not appear on the list of available names who can be assigned as the Pre-
test or Post-test Counselor on Forms A, B1 and B2. 
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3. Site Information 
 

• Accessed from Agency Menu. 
• This screen contains site information entered once by the System 

Administrator for each site where Counseling and Testing is conducted. 
• The Facility ID# corresponds to your own three-digit site number with a 

leading zero.  
• The Site ID# corresponds to your own two-digit site type. 
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4. Counseling and Testing Setup 
 

• Accessed from Agency Menu.  
• This screen contains the range of Counseling and Testing scannable 

bubble form numbers that you will be using. 
• Click on Add to enter your own sequence of bubble form numbers  

(first number, and last number).  
• When that sequence of numbers is completed, a new series of bubble 

form numbers must be entered.  
• It is a good idea to occasionally refer to the Next ID field in the Add 

Counseling and Testing IDs screen to see if you are nearing the end of 
your batch and need to request additional CTS Forms.   
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5. General Intake Form 
 

• This is the general client intake form accessed from the Client menu.  
• Enter demographic information for each client. 
• Enter the bubble form number in the Case # field.  
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CTS Data Entry Screens 
 

 
 
 

6. Counseling and Testing Encounter Form 
 

• This is the Counseling and Testing Encounter screen accessed from 
Prevention Services menu. 

• It is used when a client presents himself or herself for a CTS visit. 
• Fill in bolded fields and click on Counseling and Testing in the lower right 

corner to go to form A.  
• If the client comes back to your site at a future date for a second CTS 

encounter, you can enter new information into the encounter form can be 
used again without losing the previous information.  
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7. Counseling and Testing Form A 
 

• This information is entered in conjunction with an encounter.  
• It implies that a face-to-face visit has occurred.  
• Form A is used to record a client’s testing history, Pre-test Counseling 

information, current HIV/AIDS Risk History, and whether or not a test was 
given during the encounter. 

• Complete bolded fields on Counseling and Testing Form A. 
• Click on HIV Risk History at bottom of screen.  
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8. HIV/AIDS Risk History 
 

• Complete bolded fields on this HIV/AIDS Risk History screen.  
• Check all that apply. 
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9. Counseling and Testing Form B1 and B2 
 
FORM B1:  

• Form B1 is filled out in conjunction with an encounter when a client comes 
back for their Test Results, Post-test Counseling, Spouse/Partner 
Notification, and/or a Referral within 30 days of the original Pre-test 
Counseling Encounter.  

• If a client fails to return within 30 days of the original Pre-test encounter, 
Form B1 is filled out in conjunction with the original Pre-test encounter to 
indicate the results of the test only.  

 
FORM B2:  

• This is used in conjunction with an Encounter when a client comes back for 
their Test Results, Post-test Counseling, Spouse/Partner Notification, and a 
Referral after 30 days of the original Pre-test Counseling encounter.   

• Form B2 is always linked to a new encounter. 
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The following pages contain a more detailed description and 
explanation of the CTS data entry process. 

 
THE URS Counseling and Testing ENCOUNTER 

 
To access the Counseling and Testing Encounter screen, select the Counseling, 
Testing and Partner Notification option under the Services menu.  Note that the 
Counseling and Testing Encounter screen looks identical to the Primary Care 
Encounter screen.   
 
As with all other encounters within the Uniform Reporting System, the user must 
first enter an encounter type.  In the case of Counseling and Testing, there are only 
4 possible encounter types.  They are:  
 

• Pre-test Counseling without HIV Testing (5 Tier) 
• Pre-test Counseling with HIV Testing (5 Tier) 
• Post-test Counseling, Result HIV Negative (5 Tier) 
• Post-test Counseling, Result HIV Positive (5 Tier) 

 
ADDING PRE-TEST COUNSELING & CTS 

INFORMATION 
 
Only the two Pre-test Counseling options (above) are to be used for initial 
Counseling and Testing Encounters.  Note that there are NO Services associated 
with Pre-test Counseling Encounters.  Therefore, no options will appear when 
accessing the Activity Codes in the Service section of the encounter screen. 
 

Adding a CTS FORM A 
 
Upon saving the Counseling and Testing Encounter record, several buttons on the 
encounter screen become active.  On the very bottom of the screen is a combination 
of the CTS Form Selection drop-down button to the right of the button labeled 
Counseling and Testing.  The CTS Form Selection button gives you the opportunity 
to select the desired CTS Form.  By clicking the Counseling and Testing button, the 
URS will bring you directly into the CTS Form selected.  For Pre-test Counseling, 
the user should select Form A.  
 

 

From the bottom of the Counseling and Testing (or Primary Care
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The CTS FORM A 
 
 

 
 
As with most URS screens, clicking the Add button allows you to create a new 
record.  At this time, the user will not yet see a Form ID displayed.  After selecting 
the Service Site and Funding Program, however, the URS will automatically assign a 
Form ID and Locator Code to the Form A record.  These will be displayed on the 
title bar of the screen. 
 
Fill in the information on the form.  Note the following: 

 
1. When adding a CTS Form A 
 

• The Service Site field will automatically be filled in with the Site of the 
Encounter when the encounter type is Pre-Test Counseling without 
HIV Testing OR Pre-Test Counseling with HIV Testing (Unless site is 
not a CTS site). 

 
• The Date of Encounter field will automatically be filled in with the 

Encounter Date (Actual Date) when the encounter type is Pre-Test 
Counseling without HIV Testing OR Pre-Test Counseling with HIV 
Testing. 

 
• The Pre-Test Counselor field will automatically be filled in with the 

Staff person (if this person has a Counseling and Testing Counselor 
ID#) from the Encounter when the encounter type is Pre-Test 
Counseling without HIV Testing OR Pre-Test Counseling with HIV 
Testing.  If the Staff person does not have a Counseling and Testing 
Counselor ID#, the Pre-Test Counselor field will be blank and must be 
filled in by the user. 
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2. The Date of Encounter field will not accept any dates prior to 1/1/1988 nor 
greater than today’s date.  

 
3. Selecting certain options will deactivate (“gray out”) some subsequent data fields 

thereby making them unavailable for data entry.  For example, selecting “No” 
for Previously Tested? deactivates the questions At this Agency?, 
Anonymous/Confidential?, Client Knows HIV Status?, and Date of Most Recent 
Test.   

 
4. Additionally, for all male gender clients, (as identified on their General Intake 

Form), the user will not be able to enter any information under the Pregnancy 
History section.   

 
5. Some fields contain options that, when selected, will result in another, non-bold 

field, becoming required.  For example, selecting “No” for Tested This 
Encounter? results in the field If No, Reason? becoming required in order to save 
the record. 

 
IMPORTANT- To display the associated information entered in Forms B1 and B2, 
the user must first select the desired (dated) “Form ID” from the List on the Form A 
screen.  Note, as with all URS screen, the most recent dated information (Form A 
information in this case) will be displayed when first accessing this screen, 
regardless of the encounter selected. 

 
 
When data entry is complete, saving the record will result in a message “Please 
Enter HIV/AIDS Risk History for Encounter Date”.  
 
 
 

 
 
 
 Click on the “OK” button.  You will be brought directly into the Add mode of the 
HIV/AIDS Risk History screen. 
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HIV/AIDS Risk History Screen 
 

This screen stores risk histories for the client historically. It is also accessible 
from the HIV History button at the bottom of CTS Form A. 
 

• You will notice that the Effective Date is automatically entered with 
the Date of Encounter from Form A.  If necessary, however, it is 
possible to change the date. 

 
• The Child Born to Woman with HIV/AIDS risk will only be available 

to clients with a date of birth indicating they are less than 13 year of 
age.  

 
After entering the risk history information into this screen, save and close the 
screen.  This brings the user back to CTS Form A.  The CTS screen can now be 
closed which brings the user back to the initial Counseling and Testing 
encounter.  The user can now close the screen (if desired) or enter new encounter 
information for this or another client. 

 
Note the following: 

 
1. You must enter a risk history each time a new Form A is created 

(therefore, for each Pre-test Counseling encounter).   
 

2. You will be able to view all prior HIV/AIDS Risk Histories while in the 
screen (or from the Client Menu / HIV/AIDS Risk History) to detect 
trends in a client’s risk behavior.  
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ADDING Post-Test COUNSELING & CTS INFORMATION 
 

The CTS FORM B1 
 
 

 
 
 

Form B1 is used in two different ways depending on whether or not a client 
has returned within 30 days from the original encounter date for Post-test 
Counseling. 

 
1. Scenario A:  Client DID NOT return for their Post-test Counseling visit 

within 30 days of the original Pre-test Counseling Encounter. 
 

In this case, Form B1 must be filled out by the provider indicating the 
results of the test.  To access, pull up the original Counseling and Testing 
Encounter, select the Form B1 and click the Counseling & Testing button.  
Once in the screen, the user would enter the information regarding the 
test results.  The form is then saved and closed, returning the user to the 
original Counseling and Testing Encounter.   

 
2. Scenario B:  Client returned for their Post-test Counseling visit within 30 

days of the original Pre-test Counseling Encounter. 
 

In this case, the client returned for a Post-Test Counseling Encounter.  
Therefore, a new Counseling and Testing Encounter is entered for one of 
the Post-test Counseling Encounter Types.  Unlike Pre-test Counseling, 
there will likely be Services connected to a Post-test Counseling 
Encounter.  Once all information is entered for the encounter, the record 
is saved enabling the Counseling & Testing and Form Selection buttons.  
The user would select and navigate to Form B1 and enter the information 
related notification portion of the screen AND the Spouse/Partner 
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Notification section.  After entering the information, the form is saved.  
Next, close the screen to return to the Post-test Counseling and Testing 
Encounter screen.  

 
Fill in the information on the form.  Note the following: 
 
1. When adding a CTS Form B1,  
 

• The Service Site field will automatically be filled in with the Site of the 
Encounter when the encounter type is Post-Test Counseling Result HIV 
Negative OR Post-Test Counseling Result HIV Positive. 

 
• The Funding Program field will automatically be filled in with the 

Funding Program identified in Form A. 
 

• If the Post-Test Counseled? answer is “Yes” AND the encounter type is 
Post-Test Counseling Result HIV Negative OR Post-Test Counseling Result 
HIV Positive. 
 
 the Post-Test Counselor field will automatically be filled in with the 

Staff person (if this person has a Counseling and Testing Counselor 
ID#) from the Encounter when the encounter type is Post-Test 
Counseling, Result HIV Negative (5 Tier) OR Post-Test Counseling, 
Result HIV Positive (5 Tier).  If the Staff person does not have a 
Counseling and Testing Counselor ID#, the Post-Test Counselor 
field will be blank and must be filled in by the user. 

 
 the Date Post-Test Counseled field will automatically be filled in 

with the Encounter Date (Actual Date). 
  

• If the Post-Test Counseled? answer is “No” AND the encounter type is 
Post-Test Counseling Result HIV Negative OR Post-Test Counseling Result 
HIV Positive 

 
 the Post-Test Counselor field will be blank and unavailable for 

entry.  
 
 the Date Post-Test Counseled field will be blank and unavailable 

for entry 
 

2. When the Form A Tested this Encounter field is “No”, the Form B1 Test 
Result This Test field will not be available for entry. 

 
3. The Date Post-Test Counseled field will only accept dates greater than the 

Form A Date of Encounter (which must be equal or greater than 1/1/1988) 
but not greater than Today’s Date. 
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The CTS FORM B2 

 

 
 

 
Form B2 is filled out only when a client returns for Post-Test Counseling at a date 
greater than 30 days after the original Counseling and Testing encounter.  The 
client comes in for a Post-Test Counseling Encounter.  Therefore, a new Counseling 
and Testing Encounter is entered for one of the Post-Test Counseling encounter 
Types.  There will likely be Services connected to a Post-test Counseling encounter.   
 
Once all information is entered for the encounter, the record is saved enabling the 
Counseling and Testing and Form Selection buttons.  The user would select and 
navigate to Form B2 and enter the information related not only to the result 
notification portion of the screen but the Spouse/Partner Notification section, as well. 
The information on Form B2 differs from Form B1 in that the results entry fields 
have been eliminated from B2 because results will have already been recorded on 
Form B1.   
 
Fill in the information on the form.  Note the following.  
 

1. When adding a CTS Form B2,  
 

• The Service Site field will automatically be filled in with the Site of the 
encounter when the encounter type is Post-Test Counseling Result HIV 
Negative OR Post-Test Counseling Result HIV Positive. 

 
• The Funding Program field will automatically be filled in with the 

Funding Program identified in Form A. 
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• The Post-Test Counselor field will automatically be filled in with the Staff 
person (if this person has a Counseling and Testing Counselor ID#) from 
the Encounter when the encounter type is Post-Test Counseling, Result 
HIV Negative (5 Tier) OR Post-Test Counseling, Result HIV Positive (5 
Tier).  If the Staff person does not have a Counseling and Testing 
Counselor ID#, the Post-Test Counselor field will be blank and must be 
filled in by the user. 

 
• The Date Post-Test Counseled field will automatically be filled in with the 

Encounter Date (Actual Date) when a “Yes” is identified for Post-Test 
Counseled? AND the encounter type is Post-Test Counseling without HIV 
Testing OR Post-Test Counseling with HIV Testing. 

 
2. The Date Post-Test Counseled field will not accept any dates prior to 1/1/1988 

nor greater than Today’s Date. 
 
After entering the information, the form is saved.  Next, close the screen to return to 
the Counseling and Testing encounter screen.  This, in turn, can also be closed, if 
desired. 
 
Each section of the Counseling and Testing form is connected to the others via the 
Form ID which the URS automatically assigns to Form A and carries into the 
related Form B1 and/or Form B2.  
 
 
USE OF THE CTS EMULATION IN AGENCIES WITH MULTIPLE 

COUNSELING AND TESTING SITES 
 
 
Many providers have multiple sites.  Occasionally, a situation may arise where a 
client receives Pre-test Counseling and an HIV test at one site and returns, for 
whatever reason, to a different site for results and Post-test Counseling.  In this 
situation, it is still necessary to have the same identification number (Form ID) on 
each section of the CTS Forms.  This situation is handled with the use of the 
Override ID#. 
 
As mentioned earlier, the URS assigns a Form ID (identification number) on Form 
A and carries that number into Form B1 and, if necessary, Form B2.  If a user is at 
a second site where the Form A for the client was not created, there will not be a 
Form ID available to carry into the Forms B1 or Form B2.  In this case, the user 
must know/find out the Form ID used on CTS Form A from the original site and 
enter it into the field labeled Override Form ID # located at the top of Form B1 
and/or Form B2.  The number entered into the Override Form ID # will ultimately 
be identified as the Form ID for the Post-test Counseling Form(s) at the second site 
in addition to the URS assigned Form ID # on the CTS Form A at the original site. 
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To override the URS assigned CTS 
Form ID# 

 
 
 

 
REPORTING OPTIONS IN THE URS 

 
 
PRINT (From the entry screen): 
 

When you are on any screen, the user can print the information by clicking on the 
PRINT Button. 
 

 
To Print Hard Copy of CTS Form 

 
 
 

REPORTS / ACTIVITIES & SERVICES / PRE-TEST 
COUNSELING REPORT 

 
This report will print CTS Form information for clients that have a Pre-Test 
Counseling Form A entered but do not have either a Post-Test Counseling 
Form B1 or Form B2 entered in the URS.   
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AGENCY / CTS EXTRACTS 

 
Once a month, the CTS Extracts should be run.  This will gather all the 
entered information from prior months URS CTS Forms.  A zipped file of 
the information is created and then submitted to the Connecticut 
Department of Public Health. 
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